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FOR: Chisf,
: - Deputy Director for lManagemsant

Report of Audiz, Ag2: Fraval
1 January 1372 -

Memo for Chairman, Travel Policy Committs
itd 3 Oct 1973, Sams Subject

The Travel Policy Committee has considered the
recommendations submitted in subject audit report and
concluded as follows:

ieeonmendation Soa.

Lor the use of flrst class
stated in| | be an}uded on ths
order and/or travel vouchzr.

Recommendation 5.b. Amend Agency travel
ulations to rbqutrﬁ the justification for the
£ first class air accommodations because of
craveler’s physical condition be approvad
¢ Office of Medical Sexrvices,
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Inasmuch as both of the
reconmmendations dealt with tra
goveraing the approval of usc
air accomnodations, the Comwnit
them in similar centext. In de
these recomnenda ilOﬂb, ia Cowm
1nelu aced by the fact

“*uﬁ*;y limit authority o anprove Ii
cln 3 air accomnodations to Deputy Direc
or a single dosignated senior subordinat
at Headquarters, oy chiefs of stanions in ol
field, except when the urgency of the travel
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Ageaczy Traval Systen

31 May 1973

SUBJECT:  Report of Audit
1 January 1972

?

mission requires a tra
class on an "only spac
when a traveler enrout

W <

of first class on an "only space a
basis. The Committee noted that,
involving these exceptions, author
cfficers and/or travelers ara pres
quired to specifically state these
as being applicable on travel orders or travel
vouchers, thus providing substantial compliance
with the audit recommendations. The Committes
noted that all other criteria for approval

of first class air accommodations (i.e.,
inadequate standards of sanitation, health,

or comfort; mission requirements; and the

physical condition of the traveler) are

judgmental in application. Thus ir appeared

to the Committee that the Agency requirement

that this judgment be exercised at the highest
level provides a degree of control not anticipated
in Federal Travel Regulations, which permit

such judgment to be exercised by any authorizing
officer. For this reason tha Committee concluded
that amendment of Agency travel regulations as
recommended would not znhance controls over

the use of first class air travel.

Recommendation 7. Amend Agency travel regulations
to require that the travel order or travel voucher
related to an extended period of THY provide for a
reduction of the rate of per diem after ths first
two months or contain a statement by the authorizing
officer explaining whay a reduction is not considered
appropriate,

The Committee, in considering this
recommendation, noted that the same regulation
had been amended in October 1979 to remove a
provision, similar to that now recommeanded
by Audit Staff, for mandatory reduction of
per diem during periods of ecxtended DY,

- T e mg
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The reascnin)
revision was
Foreign Service,
Defense travel reg
any automatic per
scale TﬁCdnlquns, and enp
the authorizing officer’s
inforn d discretion in dvter
per diem rates for prolonged
"The Conmittee believed that
remained valid, and that the
is more Cletdblu in that per d

be tallored by the .uthorlz*nv

the particular travel assignmen

and automatic and soqgtlmes un;u:
diem reductions are thus avoidad.
the foregoing, the Comnatteg propose
action on thls recommendation.
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Distribution:
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1 - D/F
1 - TPC File

of[___ }da (11 Apr 74)
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16 April 74

Mr. Blaké ) /
I agree with the Travel Policy Committee
(and the Director of Finance). Recommendations

of the Audit Staff would be more restrictive than
intended by Government travel policy.

Recommend you initial the memo and send it
forward. '

A}

3 ﬂ N

b

Att: DDM&ES 74-1323
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. SENDE??- WILL CHECK CLASSIFICATION TOP AND BOTTOM

| uncrassiriep | | convmentIAL | T oseckEragp gal
Loy
OFFICIAL BROUTING SLIP .
FE1EE
TO NAME AND ADDRESS DATE INITIALS
AT 1 Chief, Review Staff, [OP
2
i
|
3
4
5
6
ACTION DIRECT REPLY PREPARE REPLY ]
APPROYAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURREMNCE INFORMATION SIGHATURE
Remarks:
John -
’ Rather than garble in a paraphrase I pass
as is. I think Audit [ |is overboard.
/s ’)5 v
/f,' ¢

Robert S. Wattles

Att : . .
Cy of DD/MgS 73-4292 |

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO. DATE
Acting DD/M§S | |
[ unciassiziep | | conFipENTIAL | SECRET
FG"f!z?ND. 237 Use previous editions (23;

. ADD/M&S:RSW/ms (5 Nov 73)
Distribution:
Orig RS - Adse, w/cy of Att (#73-4292)
1°- DD/M&S Chrono ,
1 - DD/M&S Subject) w/cy of Att + p \ 7%_3Q47
1 - R Chrono | ackground (DD/MES 73-3942)

DD/MES 73-4292: Memo dtd 2 Nov 73 for Chicf, Audit Staff £
Ap?fo?/ealfbdr R%?é’aos‘e 26803154138 » dige WPEE—@W%O@UUE’Z@Oﬂ ohmaz y 1972 -

May 73, w/Atts
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iBIECT: (Optional)

EXTENSION NO.
Director of Finance

AT |:|Key Building | JDATE

0: (Officer designation, room number, ard £
~u1!d3n(g) ® 9 DATE OFFICER'S COMMENTS (Number each commant to show from whom
INITIALS to whom. Drow a line across column ofter soch commaent. }

2 _November 1673

RECEIVED FORWARDED

Associate Deputy Director
for Management § Service
AT 5 i S Attached is my reply to
' the recent Audit Staff
report concerning travel
policy which I mentioned
briefly to you.

If you are in agreement
with my reply, you may wish
to express a DDMES position
to | | the
DDMES Tepresentative on
the Travel Policy Com-
mittee. A copy of the reply
is attached for his use.

Thomas Bz/Yale
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Para. 7

We believe the present regulatory requirement for
establishment of per diem for extended TDY should
remain unchanged. It was intitiated on 18 November
1970 as a result of careful study by the Travel :
Policy Committee to avoid the inequities which had -
resulted from application of the predecessor require-.
ment for an automatic reduction of per diem after

60 days without specific high level authorization to -
continue at a higher rate (Deputy Director or Director.
of Training with respect to assignments under an
approved training program). The present regulation ‘is
analogous in principle to the general caveat on
authorizing officials to establish an appropriate per
diem rate within maximums authorized for any trip '
giving consideration to the probable expenses to be
incurred. We would submit that in the circumstance :

- of the average extended TDY, usually ocverseas, the types .
and costs of facilities available to the traveler are B
well known in advance of the travel aznd that there is
nothing especially significant about 60 days in this
context. We believe the suggested reguirement for
appending an explanation to a voucher explaining why = .
there was no reduction in per diem after 60 days would
benefit no one and would result in bureaucratic boiler-
plate language which would serve no useful purpose.

Para., 8

[a N
o
pit

‘es for the

account- R

ion Reguests
ls could

3

We have reexamined the existing proc
maintenance of manual records reflec
ability for unused Government Transp
(GTR's). We have concluded present

s

ot

T
jy!
6

£
T b W0Q

be strengthened by establishing an inde
contrel in the Office of the Chief, Cer
and Liaison Divison over GTR's received
General Services Administration and fur:
Central Travel Branch. This will assu
record of accountability is in fact

all GTR's provided by Central Travel
there would be no added element of co
the audit recommendation of making s

&
t
o
co
n
C
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g Agoney Tr: Rystewm,
- 31 May 197’
Lt s enn ledger control account each tim
it & regoive Contral Travel Sranch and xssaeé
by sentral Travel Branch. As & matter of fact,
it would not be feasible with z single genersl E&dger
sccount to differentiate between the accountabil ity of
the Central Travel Branch for GTR's on hand and the
accountability of other components or indivie ualsif@r:
| GTR's recelived by them from CTR but not yet: used '
l fvtn kinds of accountebility srce acco aplished Wl?b the
nanual recoyds now ﬁfficiuntly-m&iyiaiﬁﬂ en s cost
fF“Ctix basis, :

I (signed) Thomas B. Yale

Thamﬁ& B, Yale
irector of Finance

Distribution:

v

Original § - Addressee (w/att)

- A/DDMES fw/att)

- EO/DDMSS (w/ 1tt)
SSA/DDMES (w/att)

- C/TPC (wo/at®)

- OF/ Registry (wo/att)

- D/Finance (wo/att)

- PS Files (w/att)

\

LA b o ot et ot N3
]

OF/Planning Staff] |eb (2 November 1973).
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MEMORANDUM FOR: Director of Finance
Chairman, Travel Policy Committee

SUBJECT Report of Audit, Agency Travel Systein,
1 January 1972 -~ 31 May 1973

L. ~Attached is subject report. Please inform the
Chief, Audit Staff of the action taken on the recommendations. -
contained in paragraphs 5, 7, and 8. ' :

2. For your information the General Accounting Ofiice
has reported at least two Federal agencies for the lack of
Justification or explanation of the use of first-class travel
on travel vouchers. These agencies are subject to the same
Federal Travel Regulations with respect to first-class travel
as are incorporated in| | In our opinion Agency pro-
cedures should be strengihened to insure compliance with HR
which requires compliance with
normat provisions of statutes for the expenditure of govern-
ment funds.

3. This report has been discussed with the addressees.
We are available to discuss the recommendations made to the
Travel Policy Committee with its representatives at any time.

4. We appreciate the assistance provided our represen-
‘tatives during the audit.

-

ChiefyéAudit Stafi
- D/OF

- C/TPC
- DOMYS

- DINRS (5/PP5)

/S%f.é;ﬁad For Release 2003/04/29 : CIA-RDP84-00780R0$6200110002-2
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This report presents the findings de-
veloped from an audit undertaken pur-
suant to Audit Staff responsibilities
and authorities set forth in organiza-
tion regulations. Unless otherwise in-
dicated in the report, the sudit in-
cluded review and appraisal of internal
controls and procedures and such
other audit processes, test checks and

-verification of accounts, assets and

transactions as were considered ap-
propriate and consistent with generally
accepted audit standards in the cir-
cumstances.

The objectives of the audif were to
determine for management whetner

(1) Adequate controls and pro-
cedures have been established
and are being applied effec-
tively o safeguard organiza-
tion resources and assure
that resources are used only
for approved and legal pur-

poses, and
(2) Activities are beinz con-
ducted economically, effi-

ciently and in conicrmance
with policy determinations

- and directives.

frmsno
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Agency Travel System

For the period: B

From

1 Janua.kry 1972 |

Through _31 May 1973

IR i 5 ORI St

- Date-

This report consisis of 4
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REPORT OF AUDIT
Agency Travel System

For the Period
1 January 1972 - 31 May 1973

GENERAL

1. The Central Travel Branch (CTB), Certification and
Liaison Division, Office of Finance is the central point
where travel claims and related expenses are uniformly re-
viewed and processed for all staff and contract employees.
Commuted travel expenses and agent travel claims are reviewed
and processed by the traveler's component. Effective 1 August
1973 the Agency instituted commuted travel rates for travel
from the field to Headquarters., Previously commuted Tates
covered only travel from Headgquarters to the field. Travel
claims for DDS&T components OSA, OD&E, OEL, and SP5 are re- ,
viewed and processed by OSA. These components are the subject
of separate reports of audit.

[ ]
[ 1

AUDIT OBSERVATIONS AND RECOMMENDATIONS

3. Travel vouchers processed by CITB were reviewed on
a random test basis to determine uniform compliance with the
policies, procedures, and controls applicable to Agency
travel. CIB is generally effective in performing its function;
however, Agency administrative procedures which govern the use
of first-class air accommodations and the rate of per diem for
extended temporary duty (TDY) need to be strengthened. Also,

Approved For Release 2003/04/29 : CIA-RDP84-00780R006200110002-2
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there is no general ledger control account for Government
Transportation Requests (GTR's) on hand. Minor observations
were discussed with officials concerned and satisfactorily
resolved during the audit. Our recommendations for the
Agency Travel Policy Committee and the Office of Finance

are discussed below. '

First-Class Air Accommodations

4. In many instances the necessity for the use of first-

- class air accommodations was not adequately justified on either
the travel order or travel voucher. | bnd Federal ™.
Travel Regulations allow for the use OF first-class air ac-
commodations under certain circumstances; however, if an ad-
equate explanation of the circumstances necessitating the use.
- of first-class air accommodations is not included on the
travel order and/or travel voucher, certifying officers and
auditors are precluded from effectively reviewing the voucher. )
In this connection[::::::::]requires that financial trans-
actions be documented in a manner which will satisfy certifying
officers and generally accepted accounting practices.

5. In several instances first-class accommodations were
authorized because of the ‘physical condition of the traveler,
but there was no evidence of coordination with the Office of
Medical Services (OMS). These authorizations should be ap-
proved by OMS.

Recommendations for the Agency Travel Policy Committee

A a. Amend Agency travel regulations to require
that specific justification for the use of first-class
air accommodations, as stated in | | be in-
cluded on the travel order and/or travel voucher.

b. Amend Agency travel regulations to require
that justification for the use of first-class ac-
commodations because of the traveler's physical
condition be approved by OMS.

Approved For Re!ease 2003/04/29 : CIA-RDP84-00780R006200110002-2
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€. Reemphasize to the appropriate of
need for compliance with regulations conc
Justification and approval of first-class

modations.

Rates of Per Diem for Extended
Foreign TDY

6. In commection with a travel order for an extended
period of TDY, Agency regulation | | requires the
authorizing official to consider whetfhor circumstances war-
rant a reduction in the rate of per diem after a two month
stay at a TDY location. Federal Travel Regulations, from
which our regulation is derived, state that per diem rates
should be reduced when employees incur lower costs due to
extended periods of TDY.

7. CIB officials indicated there have been very few
instances of reductions in per diem for extended periods of
foreign TDY in the past-year. Our review of 34 travel vouchers
for extended periods of foreign TDY disclosed only one instance
of a reduction in the rate of per diem and in only two instances
was there an indication that a reduction in the rate of per diem
was considered. The lack of explanation on the remaining 31
vouchers precluded an effective review by either the certifying
officer or the auditor.

Recommendation for the Agency Travel Policy Comnmittee

Amend Agency travel regulations to require that the
- travel order or travel voucher related to an extended
period of TDY provide for a reduction of the rate of
per diem after the first two months or contain a state-
ment by the authorizing official explaining why a re-
duction is not considered appropriate.,

Administrative Control of GTR's

" 8. CIB is responsible for the administrative control
and safckeeping of GIR's issued to the Agency. Manual records

Approved For Release 2003/04/29 : CIA-RDP84-00780R006200110002-2
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maintained by CIB indicate that they are currently accountable
for 2,920 GTR's, of which 2,435 are on hand and 485 have been
issued to other Agency components. These manual records are
the only Agency control of GTR's. Current procedures do not
provide that. receipts and issues of GTR's be processed through
the Agency's formal system of accounts; therefore, the pro-
priety of the manual records cannot be readily determined.

Recommendation for the Office of Finance

Establish a general ledger control account for.
GTR's similar to that provided for Accounts 7309 and
7310, Travelers' and Bank Cashiers' Checks Held on
Consignment. This would provide effective control
of the GTR's within the Agency's accounting systemn.

Approved For Reléase 2003/04/29 : CIA-RDP84-00780R006200110002-2
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MEMORANDUM FOR: Director of Finance
Chairman, Travel Policy Committee

SUBJECT : Report of Audit, Agency Travel System,
1 January 1972 - 31 May 1973

1. Attached is subject report. Please inform the
Chief, Audit Staff of the action taken on the recommendations
contained in paragraphs 5, 7, and 8.

2. For your information the General Accounting Office
has reported at least two Federal agencies for the lack of
Jjustification or explanation of the use of first-class travel
on travel vouchers. These agencies are subject to the same
Federal Travel Regulations with respect to first-class travel
as are incorporated in | | In our opinion Agency pro-
cedures should be strengthened to insure compliance with HR

X1 | vhich requires compliance with
normal provisions of statutes for the expenditure of govern-
ment funds.

3. This report has been discussed with the addressees.
We are available to discuss the recommendations made to the
Travel Policy Committee with its representatives at any time.

4. We appreciate the assistance provided our represen-
tatives during the audit.

Chiefv/Audit Staff
D/OF L
C/TPC
DDMRS
1 - DDMuS (D/PPB)
1 - D/Fin
1 -pf4r8Ged For Release 2003/04/99 : CIA-RDP84-00780R006200110002-2
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This report presents the findings de-
veloped from an audit undertaken pur-
suant to Audit Staff responsibilities
and authorities set forth in organiza-
tion regulations. Unless otherwise in-
dicated in the report, the audit in-
cluded review and appraisal of internal
controls and procedures and such
other audit processes, test checks and
verification of accounts, assets and
transactions as were considered ap-
propriate and consistent with generally
accepted audit standards in the cir-
cumstances.

The objectives of the audit were to
determine for management whether

(1) Adequate controls and pro-
cedures have been established
and are being applied effec-
tively to safeguard organiza-
tion resources and assure
that resources are used only
for approved and legal pur-
poses, and

Activities are being con-
ducted economically, eifi-
ciently and in conformance
with policy determinations
and directives.

_Agency Teavel Svsiem

For the period:

FProm 1 January 1972

Through _31 iday 1973

This report consists of page(s).
25
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REPORT OF AUDIT
Agency Travel Systen

For the Period
1 January 1972 - 31 May 1973

GENERAL

1. The Central Travel Branch (CTB), Certification and
Liaison Division, Office of Finance is the central point
where travel claims and related expenses are uniformly re-
viewed and processed for all staff and contract employees.
Commuted travel expenses and agent travel claims are reviewed
and processed by the traveler's component. Effective 1 August
1973 the Agency instituted commuted travel rates for travel
from the field to Headquarters; previously, commuted rates
covered only travel from Headquarters to the field. Travel
claims for DDS&T components OSA, OD&E, OEL, and SP3 are re-
viewed and processed by OSA. These components are the subject
of separate reports of audit.

[ ]
[ 1

AUDIT_ OBSERVATIONS AND RECOMMENDATIONS

3. Travel vouchers processed by CTB were reviewed on
a random test basis to determine uniform compliance with the
policies, procedures, and controls, applicable to Agency
travel. CTB is generally effective in performing its function;
however, Agency administrative procedures which govern the use
of first-class air accommodations and the rate of per diem for
extended temporary duty (TDY) need to be strengthened. Also,

Approved For Release 2003/04/29 : CIA-RDP84-00780R006200110002-2
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there is no general ledger control account for Government
Transportation Requests (GTR's) on hand. Minor observations
were discussed with officials concerned and satisfactorily
resolved during the audit. Our recommendations for the
Agency Travel Policy Committee and the Office of Finance

are discussed and enumerated below.

First-Class Air Accommodations

4. In many instances the necessity for the use of first-
class air accommodations was not adequately justified on either
the travel order or travel voucher. [ land Federal
Travel Regulations allow for the use of first-class air ac-
commodations under certain circumstances; however, if an ad-
equate explanation of the circumstances necessitating the use
of first-class air accommodations is not included on the
travel order and/or travel voucher, certifying officers and
auditors are precluded from effectively reviewing the voucher.
In this connection requires that financial trans-
actions be documented in a manner which will satisfy certifying
officers and generally accepted accounting practices.

5. In several instances first-class accommodations were
authorized because of the physical condition of the traveler,
but there was no evidence of coordination with the Office of
Medical Services (OMS). These authorizations should be ap-
proved by OMS.

Recommendations for the Agency Travel Policy Committee

a. Amend Agency travel regulations to require
that specific justification for the use of first-class
air accommodations, as stated in | | be in-
cluded on the travel order and/or travel voucher.

b. Amend Agency travel regulations to require
that justification for the use of first-class ac-
commodations because of the traveler's physical
condition be approved by OMS.

Approved For Release 2003/04/29 : CIA-RDP84-00780R006200110002-2
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C. Reemphasize to the appropriate officials the
need for compliance with regulations concerning the
Justification and approval of first-class air accom-
modations.

Rates of Per Diem for Extended
Foreign TDY

6. In connection with a travel order for an extended
period of TDY, Agency regulation | | requires the
authorizing official to consider whether circumstances war-
rant a reduction in the rate of per diem after a two month
stay at a TDY location. Federal Travel Regulations, from
which our regulation is derived, state that per diem rates
should be reduced when employees incur lower costs due to
extended periods of TDY.

7. CIB officials indicated there have been very few
instances of reductions in per diem for extended periods of
foreign TDY in the past year. Our review of 34 travel vouchers
for extended periods of foreign TDY disclosed only one instance
of a reduction in the rate of per diem and in only two instances
was there an indication that a reduction in the rate of per diem
was considered. The lack of explanation on the remaining 31
~vouchers precluded an effective review by either the certifying
officer or the auditor.

Recommendation for the Agency Travel Policy Committee

Amend Agency travel regulations to require that the
travel order or travel voucher related to an extended
period of TDY provide for a reduction of the rate of
per diem after the first two months or contain a state-
ment by the authorizing official explaining why a re-
duction is not considered appropriate.

Administrative Control of GTR's

8. CIB is responsible for the administrative control
and safekeeping of GTR's issued to the Agency. Manual records
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maintained by CITB indicate that they are currently accountable
for 2,920 GTR's, of which 2,435 are on hand and 485 have been
issued to other Agency components. These manual records are
the only Agency control of GIR's. Current procedures do not
provide that. receipts and issues of GTR's be processed through
the Agency's formal system of accounts; therefore, the pro-
priety of the manual records cannot be readily determined.

Recommendation for the Of fice of Finance

Establish a general ledger control account for
GTR's similar to that provided for Accounts 7309 and
7310, Travelers' and Bank Cashiers'! Checks Held on
Consignment. This would provide effective control
of the GTR's within the Agency's accounting system.
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